Aparna P. Pawar

171/5637/ A Wing,
Kannamwar Nagar 1,

Vikhroli (E)

Mumbai 400083

Contact: Res. 022 2578 3913

Cell: 9322730596

Email: aparnapwr@yahoo.com
Objective:
Join a professional organization dedicated to client service and professional advancement. To share 7 plus years of experience with others, for the benefit of the organization. Promote team approach to projects. Engage in activities, which promote the continued success of our joint efforts.

Academics:

· DHRM: Diploma in Human Resource Management from Welingkar Institute

· Journalism Diploma in YCMOU University  in the year of 2006
· BA from Mumbai University in the year of 2000

· HSC from Mumbai University in the year of 1997
· SSC from Mumbai Board in the year of 1994

COMPUTER PROFICIENCY:
· Completed Ms – Office Course (Windows 2000 and XP), D.T.P.,

             DHTML, HTML, Java Script. VB. Oracle. C etc.
PROFESSIONAL EXPERIENCE:
Dec 2004 – Till Date

Reliance Infocomm Ltd. 

Content Editor - ASCG – Content
Job Profile:
· Team Lead for the Text content team. Job entails assigning work for data mining, editing, verifying and getting the same deployed in the various applications of  the R World in RIM, like – City Guide, Horoscopes, SMS Astro, Find A Friend, Fact Monster, Cricket  and TV Guide. 

· Content collection for various applications of the R World in RIM and uploading the material in the respective URLs after the cleaning procedure

HR Job Responsibilities 

· Understanding JD skills requirements, qualities, and the job requirements with Department Heads and carrying out the entire recruitment activity. 

· Releasing Internal Advertisement through IJP, Drafting and releasing of advertisement in media, Send JDs to Consultant, Post hot Job on Job Portal like Naukri, Monster, Jobs Ahead, Internal Reference, Head Hunting. 

· Screening & Short listing resumes As per Hiring Guidelines. 

· Forward shortlisted CVs to concerned functional heads. After their final short listing inform candidate. And briefing them job profile as par role definition. 

· Conduct personal, telephonic or video conference interview for shortlisted candidate with functional heads. 

· After candidate final selection negotiation with him Compensation & benefits, Joining Bonus, Joining expenses. 

· Collect Supportive document like salary proof. Educational certificates. 

· Follow up with candidate for Joining Date. 

Aug 2004 – Nov. 2004

M/s. Hydroair Tectonics (PCD) Pvt. Ltd.

Computer Operator
Job Profile:

· Handling various activities like Letters, Invoice Bills, Challans Bills.

· Attending Telephone Calls.

June 2004 – July 2004

M/s. Steel Tube Engineering Co.

Computer Operator & Account Asst.

Job Profile:

· Handling various activity like Letters, Invoice Bills, Challans Bills.

· Attending Telephone Calls.

Sept. 2003 - May 2004

M/s. Core Jewellery Pvt. Ltd. 

Computer Operator

Job Profile:
· Keeping Record of the jewellery.

Nov. 2001 – Aug. 2002

Keerti Computer Institute  

Counselor & Faculty

Job Profile:

· Taking Lecture

· Scheduling of the Batches and Students

· Supervision of the Technical Queries related to Students

· Completion of the Batches at the Pre-Defined time.

Personal Details

· Date of Birth
: 
6th October 1979





· Hobbies

: 
Travelling and Music.

· Languages
: 
English, Hindi and Marathi.

Yours truly,

Mrs. Aparna P. Pawar.
